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Messagdqrom TheCommissioners

The Dutchess County Board of Elections would like to sincerely thank you for
serving as an Election Inspector. To ensure that your experience is as smooth as
possible, pleasstudythe following material. It has the procedures to make a
successful eleatn day.

Please note that the material in this handbook is applicable only to working on a
Primary or General Election day. There is a separate manual for working on Early
Voting days.

For assistance or questions, please didllFieldsteinDemocratic Taining
Supervisorat 4862476 (fieldstein@dutchessny.ggwor Kara BucherRepublican
Training Supervispat 4862474 kbuche@dutchessny.ggv

Again, on behalfiothe Dutchess County Board of Elections, we thank you for your
dedicated service. If at any time you need assistance at your poll site, please call
us at 4862473.

2. b~ St A

Erik J. Haight Elizabeth A. Sotc
Commissioner (R) Commissioner (D

—
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Arrival at the Poll Site

Inspectors must arrive at the poll site at leaste hourbeforethe opening of the polls: 5:00
AM for both the Primary and General Elections.

If the poll site $ locked when you arrive at 5:0please wait 5 minutes then callelBBOE at 486
2473. One Democrat and one Republican inspector must be present before any unpacking
work is performed.

Highlights of Election Inspector Roles
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Machine Inspectors will open and close machines and monitor machine issues during
the day. Machinénspectors may also need to fill in for Intake Inspectors during the
day.

Assist voters by standing between the booths and the voting maclkiinesmember to
allow for Voter Privacy by not being too close. Stay at least 5 feet from scanner.
Greetvoters at entrance to voting area at poll site to direct voter to correct Election
District.

If one of the two Machine Inspectors is late, an Intake Inspector from the other party
must assist in opening the machine, which must be done in a bipartisafashi

Note: Any Election Inspector may be asked to perform intake and machine tasks. Inspectors
should rotate throughout the day. Inspectors may not refuse to help wherever needed.

Machine Inspector Voting Session Roles
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During the voting day, one Machinespector should monitor voters. Always maintain
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beeping indicator on the machinBlever touch a ballot to help a voteir-ollow

directions in the ICE Machine Procedures and the OpBcah Procedures sections for
information on casting the ballpOvervotes, Double VotesBlank Ballots, and

Ambiguous MarksAn Inspector should nevanswer the request for CAST or RETURN,

while the voter is present in the poll site.

All Intake as well as Machine Inspectors will rotate duties during the dbige this

book, along with the Intake Inspector Manual to help guide your work. At some point
during the day you may be askedtopaititi 6 S Ay | a+x2GSNJ / KIFf€Sy13
with this by reading the Intake Inspector Manual.

In poll sites with multiple EDs, an inspector shall be stationed at the entrance with a

street guide to help direct voters to the correct intake table.

If a voing machine is not working, refer to Emergency Ballot procedure.

Any seals used during the Election Day should be recorded on the Opening/Closing Log.
Abandoned BallotsThe abandoned ballot is an unattended ballot found anywhere

other than in the possegan of the voter. It may be in the scanner, on the floor or in the

privacy booth.




1. When an inspector discovers an unattended ballot, he or she should immediately
bring it to the attention of an inspector from the other party. Such ballot shall be
handledby a bipartisan team. Call the Board of Elections if you have any
guestions.

2. If a voter leaves an abandoned ballot in or on a voting machine without casting
their ballot, a bipartisan team of election inspectors shall cause the abandoned
ballot to be castwithout examining the ballot.

3. If a voter leaves their ballot in a privacy booth or any other place in the poll site
and leaves the poll site without first casting the ballot in the voting machine,
such abandoned ballot shall be placed in Abandoned Bafoelope. A
description of where and when the abandoned ballot was found should be
written on the envelope. A bipartisan team will verify and initial the envelope.

Write-In Votes

¢KS o02Gi2Y NR¢ 2F (GKS ol ft20G Oatgstionthebalott AG2E Y
write-in vote is valid only if it is in the wrii@ box, and only if the name written in is not

elsewhere on the ballot. The voting machine records that a wniteote has been cast,

although it does not tally the writén votesfor individual candidates. The ballot will be

deposited into the Writen section of the ballot box.

When closing the Opticabcan Machine G KS al OKAYS LYyaLISOG2NBQ GSt

1 Count the number of Writéns.

1 Record that number on Writén Envelope.

1 Place Writeln ballots in Writein Envelope.

1 Seal and initial Writén envelope.

1 Place envelope in Blue Portable Ballot Case

When closing the ICE Machifte G KS al OKAY S LNOZhailOihe NE Q G S|
Write-Ins. On this machine thé/rite-Ins fall into a locked compartment within the
body of the machine.

Emergency Ballot Procedure

If a voting machine malfunctionB,O NOT stop the voting processmmediately call the BOE to
explain the problem. A voting machine technician (VMT)beildispatched to your poll site

ASAP. If there is a second or third voting machine at the poll site, direct voters to those
machine(s). If there is only one voting machine at the site, continue with the emergency voting
process as follows:

1. A Machine Inspctor will use the Machine Key to open and secure the Emergency
Compartment.
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Tell votersbefore they sign the Poll P#aat they will not be scanning their ballots in the

normal fashion but will be depositing them in the emergency ballot box on the voting

machine. A Machine Inspector should be stationed to guide voters to the ballot slot

rather than the scanner (while still maintaining voter privacy).
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must be in the PolPad to receive a machine ballot.

hy GKS +2GSNJ[23 a9.¢ akKz2dzZ R 06S gNARGGSY yS
The instructions for ballot completion will not change. But when the voter is ready to

cast the ballot, the voter should be instructed to slide the balid the Emergency

Compartment on the voting machine. As stated, an inspector should be standing near

the voting machine to direct if needed.

When the voting machine is functioning again, a bipartisan team of inspectors must scan

the ballots in the emegency ballot box.
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rescanning it from a different direction. If the ballot cannot be scanned from any
2NASY(GFGA2yS LIXFOS AdG Ay GKS fINEBS YIyA
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placed in either the ballot box (ICE Machine) or the blue portable ballot case
(OpticatScan) at the end of the night.

b. If an emergency ballot contains an overvateuble vote or it is blank, press the
G/ ' {¢é¢ odziiz2yd




ICE MACHINE PROCEDURES

One inspector from each party must be present to open the machines. If your Machine
Inspector counterpart is late, ask an Intake Inspector from the opposite party to help and
observe.

A. BEGINNING STEPS

1.
2.
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Ensure correct voting machine(s) are present at poll site.

An Intake Inspector will bring you the Machine Inspector Envelopeagsjch must
coincide with numbers on Voting Machmédrom one of the Poll Bags. It will contain:
MachineKeys, Opening/Closing Logs, an Unscanned Emergency Ballot Envelope,
scissors, and Ballot Marking Pens.

Cut the Ballot Box Door Seal and record on Open/Close Log.

Unlock the Ballot Box Door using the Machine Key.

Remove small Blue Security Bag from bodyathine. Make certain there are no voted
ballots inside. If there are any ballots, STOP and immediately call the BOE.

Remove BalloPackagefrom the machine. Give the Transmittal Form and Ballot
Packageto the Intake Inspector€ach Election District (B) has its own set of specific
Ballot Booklets. Carefully determine the correct ballots for each ED before
distribution.

Close and lock Ballot Box Door. Seal with blue harpoon seal and record on the middle
column of the Open/Close log.

Remove and recorthe two harpoonseals for the Scanner Covemlocktwo locksand
remove the cover from the machine. Set the cover aside for the duration of the day.
Recordremainingseals on the Open Log. Once seals have been recorded and verified
against the 8als Repd (formerly known as Preat), they can be thrown away.




10. Insert the plug of the ballot box power supply cord into the AC outlet.

11.Remove the tape seal anidt the monitor into the upright position, which will
automaticallypower on the machingUnfold the privacy screens.

12. After powering on, the system boots up, and it will prompt for the Security Key (or the
Security Token or iButton) to be applied to t8ecurity Key Pad.
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13.When prompted, press the security key firmly to the receptacle.

14.0n the Authorization screen, enter the Username (1) and Password (2) specific for the

electionand press the OK (3) button. Both the username and password are case
sensitve.

Authorization Required - Please Login
Username:

Password:

me

mmlﬂlﬂ&lmm&l[ﬂm Backspace
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B. OPENIN@HEPOLLS

Straight Party Exclusive Rule

Main Menu Welcome to the ICE Poll-Worker Menu
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1. { St SO0 hLISy t2ftfd ¢KS at 2 ftoheoptiony ISYSy (¢
1 Poll Status

Main Menu

Open Poll
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3. The zero tape will begin printing and the printing in progress screen will appearot
press the Cancel button aswill stop the printing of the tape.

Printing in progress
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no additional copies of the tape are needed

County of Anywhere

Printing completed

Do you want to print another copy?

Location: 0001 Balrol_quu‘e‘r;QD’fb

Firmwar e:4.14.10 Status: Poll Closed Options: Disabled Lifetime Codnfer B0
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6. Record the Unit Serial Number and Protective Coufrten zero tapeon the Open Log.
7. Both Machine Inspeors should sign the Zerbape then place it in the Blue Security
Bag.
8. Inspectors will sign the Open Log and the New York State Certification on the back of the
Open/Close Log.
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County of Anywhere

Main Menu Welcome to the ICE Poll-Worker Menu

Close Poll
Standard Voting
Accessible Voting

Utilities

o (A Location: PP Baliot
0] A
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Firmware: 4.14.10 Status Cpen Options: BR Lifetime C

~
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appear.

11.Press OK to continue.

12.Thea ONB Sy a K2 dz R VY 2 grotdl Votes shduld sayiZerg, if wshysR & @ ¢
anything other than Zero call the Board of Electidfige unit is now ready to scan
ballots. If any additional languages are available, thay lbe chosen at this time.

County of Anywhere

Select Language Syste m Ready

_—— Please insert your ballot
T
By [
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Total Voters

00000

Ballot Col
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VOTING

Scanning Ballots

1. Once a ballot is scanned, the screen dispBgkot Acceptedand thenCasting Ballot
Please Waitmessages. Once the ballot has been cast successfully, there will be audible
sound, theSystem Readgcreenappearsand the Ballot Counter will increase by (1).
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2. If ablank ballot adouble votedballot, or anovervoted ballotis scanned, the tabulator
will display instructions on how to proceed. The voter can choose to return the ballot by
selecting theReturn(1) button and have it remarked or can choose to cast the ballot by
selecting theCast(2) button. Voter can use touckcreen or voting buttons to make

their selection.

County of Anywhere

Total Voters

00004
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3. The following table describes other tabulator warning messages.

/‘!“j_\ Tabulator Warning Messages

Blank Ballot Warning The Tabulator does not detect any voter selections on the scanned bg
Please ensure you used the correct magkpen

Overvote Warning One or more contests have too many votes. If you choose to cast the
ballot as is, votes in overvoted contests will not be counted.

Ambiguous Marks The tabulator detected marks on the ballot but the selections are uncl
The ballot will be returned automatically. Check to make sure ovals a
filled in fully.

Double Vote Warning You filled in more than one oval for a candidate in at least onessbnt
While your candidate preference is clear, it is not clear which party ya
prefer. If you do not change your ballot, your vote will count for the

candidate, but only under the party you selected listed first on the bal

Accessible Voting SessihVvS)

*NEW TOTHEICE MACHINEAVSVoters will be using areprinted ballot from the
intake table instead of a blank sheet of paper.

1. Plug the Audio Tactile Interface (A.T.l) into port (Seal D).
2. The poll worker needs to initiate an accessiobging session for the voter. First press
and hold the Security Token onto the receptacle on the right side ofitiite

]
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3. The poll worker then selects thccessible Votingption.

County of Anywhere

Main Menu Welcome to the ICE Poll-

Close Poll

Standard Voting

Utilities

4. PresSStarto H0 Y SEG G2 a! + { S$&4sofngsessidnz AYAGAL G8

5. An authorization screen may or may not appear depending oeldwtion settings. You
may need to enter a ballot ID code. (Found on-praited ballot)
6. On the confirmation screen, pre€Kto continue.




System ready to initiate AV session
Please insert a blank ballot

Total Voters

8. Insert the blank ballot to initiate an A8éssion.

The ballot with the ID 1 has been accepted
Please Wait

9. Ifin a bilingual poll site gbect the correctanguage by making the correct selection on
the ATI.

County of Anywhere

Language For English press the red X shaped select button in the middle of the A.T.I.

English

Sip and Puff users, please sip
Paddle users, press the left, red paddle

Next language

Ballot Counter: 00001




10. The voter has the option to also select the type of assistive device to be used in the
voting session.

11.Voter should follow instructions on the screand make their candidate selectiangor
more infaomation see Appendix A.

12.Once the votecompletes their ballgtthe screen will display a message indicating that
0KS2 Q@S NBI OKBIRDi KFOSYRKSBSE (iKEAda GKS NBR @
marked and then scanned by the IMEchine

Printing in progress
Please wait ...

" Valid Ballot




13. When finished with the AVS session, unplug the A.T.I. and reseal the AVS Door.
NOTEAnN Accessible Voting Session cannot commence if the ATI
IS not connected to te ICE Machine
CANCELLINGN ACCESSIBMEOTINGSESSIOMYVS)

A voter may choose toancel an AVS ballot. This is done during the session and before the
ballot has been cast.

1. The administrator will press the security key firmly to the receptacle and hold until
the cancellation screeappears.
2. The options are given to continue with the Aw8lot or proceed with cancelling the
session. If cancelling, sel&@K The ballot will then bejected,and the screen
message will prompt the administrator to remove the blank ballot.
3. ' FUSNINBY20QIt3x GKS AONBSYy ¢gAfHe RAALI & (K
administrator can then choose which function to contirwagh.

C. QLOING THIPOLS

1. Before closing the polls, make sure all voters in the poll site have cast their ballot. Check
the Emergency Compartment and scan any ballots found inside as a bipartisan team. If a
ballot cannot be scanned for reason of @uer Vote, Double ®te, Blank bdbt, press
0KGstn odzidz2yed LT | oltft20G Olyy2i 6S aol yySt
Ayid2 GKS fFNBS YIyAafl Sy@gSt21LIS t1F106StSR a!y
machine envelope. Count the Unscanned Emergency Ballots and record themnamb
the envelope The envelope is to be plac&uballot box before it is locked at the end of
the night

2. The poll worker will press the security key firmly to the receptacle and hold until the poll
worker menuappears.
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County of Anywhere

Main Menu Welcome to the ICE Poll-
Close Poll

Standard Voting

Accessible Voting
Utilities
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5. The result tape iprinted, YR GKS &/ 2y FANXI GA2y¢é aONBSYy ¢

copy of the result tape is required. The machine will automatically print 2 cqpiess
Noto printing additional copies One is for théoll Watchers and one is for your
records. Recorthe Protective Counter andthe Total Caston Close LogBoth machine
inspectors will sign tape and put it in the blue security bag.

Printing in progress

6. CKS ! RYAYA&AUGNI A2y aSydz & ONDBS&syhowire a4 RAT

the imagebelow.
County of Anywhere

Main Menu Welcome 1o the ICE Application Menu

Reports ‘
Advanced Admin




D. POWERNGDOWN
1. Press the power button icon in the top right corner of the screen.

Welcome to the ICE Application Menu
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3. The LCD will go blank and a single shut down beep will emanate fromatieine
indicating the tabulatois powereddown.
4. Oncethe LCD screen is blank, lower the privsloieldsand raise the monitor stand.




5. Lower the monitor back to its storagesition.

6. Disconnect the ballot box power supply cord from the wall outlet or extension cord.
7. Wrap and secure power supply cord.

8. . NBI 1 as$s O deelwdrker nieddryfcardidoar.























































